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| NTRODUCTI ON

This position is located in the Sinulation, Training and

I nstrunentati on Conmmand (STRICOM, which is a Mjor
Subor di nate Command (MSC) of the U S. Arny Materiel Comrmand
(AMC). The mssion of STRICOMis to provide centralized
managenent and direction for all research, devel opnent,
acquisition and fielding of Arny Distributed Sinulation
(ADS). The m ssion includes cradle to grave life cycle
acqui sition beginning wth tech base program and foll ow ng
through with each phase of the acquisition process. The
Commander centrally directs, coordinates and supports the
mat eri el devel opnent, training devices, sinulations,

simul ators and advanced acqui sitions and sustai nnent
activities through the functional nmatrix organizations and
four project managers. Serves as the focal point for

adm ni strative actions between the Directorate and ot her
organi zati onal el enents.

MAJOR DUTI ES

As the Directorate secretary, serves as personal assistant to
the Director and participates in the managenent of its
prograns through intimte know edge of policies and views on
current problens and special interests. Solves office
energenci es and mnimzes those of the supervisor by quickly
adapting to current problem and gathering factual information
for supervisor's use in making decisions. This position is
responsi ble for performng a variety of adm nistrative and
clerical duties in support of the Directorate requiring a
general know edge of the organization and its overal
activities.

1. Receives tel ephone and personal callers; identifies caller
and nature of call and decides which nust be directed to
supervi sor, which can be referred el sewhere, and which can be
taken care of personally. \Wen background information is
required as part of reply, tactfully postpones conversation,
obtains required material, and presents to supervisor when
the call is returned. Places calls for the supervisor or in

t he place of supervisor when deened necessary. Ensures
supervisor is infornmed of significant itens that occur and if
necessary, contacts the supervisor while on TDY.

- Maintains cal endar of conferences and i ndependently
arranges neetings, briefings and appointnments with proper



subj ect matter personnel. Makes travel arrangenents, nonitors
i nportant tel ephone conversations and sel ected conferences to
assure comm tnents and schedul es do not conflict and to make
substantive selective notes for |ater reference. Exercises an
inti mate know edge of supervisor's contacts to carry out
assi gnnment s.

40%

2. Conposes nenoranda and correspondence from notes

furni shed, checking accuracy of and conpl eting references;
conposes on own initiative, routine correspondence from
brief instructions or personal know edge of needs; sands
routi ne acknow edgenent or selects formletters in response
to routine inquiries.

- Mouitors and records inportant telephone conversations and
attend supervisor's conferences as requested. In both

i nstances, takes notes and conposes nenoranda for the record,
summari zi ng di scussi ons, recomendations,, agreenents, and
conmmi t nent s.

- Assenbl es and sunmarizes information fromoffice records
or other available sources for the supervisor, from general
instructions as to kind of material wanted and its purpose.
Revi ew publications, regulations and directives, refers those
of inportance or interest to the supervisor and/or staff.

- Receives and reviews all incomng mail for nature of
action to be taken and suspense dates. Prepares responses to
routi ne requests w thout consulting supervisor. Drafts
|l etters of non-technical matters and gathers suppl enentary or
expl anatory materials needed for supervisor.

- Revi ews outgoing correspondence originating in al

Di visions for grammatical accuracy, format and speci al
policies. Returns conmunications to originator for
corrections when not in conformance with correspondence
policies or regulations, using tact to maintain good personal
relations. Calls to supervisor's attention any departure from
policies or views if problemcannot be resolved with witer.
Fol | ows-up on work to assure conpliance with established
suspense dates.

- Instructs, assists and provi des gui dance to subordi nate
secretaries on procedural matters such as preparing speci al



reports, correspondence, tinekeeping, travel and suspense
syst ens.

- Establishes and naintains office files.
30%

3. Performs office automation duties involving several types
of software packages to produce a wi de range of narrative,
statistical, and graphi cal docunments (e.g., staff studies,
correspondence, technical papers, statistical spreadsheets,
bri efi ng packages, screen shows, forns, etc.). Selects
appropriate software package to conpl ete assignnents. Uses
advanced software functions to generate tables of contents,

i nport graphics and statistical spreadsheets into narrative
reports, and nerge text docunments with address lists for
multiple letters. Prepares viewgraphs or screen shows,

| i nki ng spreadsheets and graphi cal synbols to enhance charts.
Receives and transmts docunents electronically inporting/
exporting through word processor, spreadsheet, database or
graphics prograns for review ng and editing. Receives,
transmts and distributes docunents received to staff, as
appropri ate. 30%

Performs other duties as assigned.

FACTOR 1. KNOW.EDGE REQUI RED BY THE POSI TI ON
FL 1-4 - 550 Points

KNOALEDGE TYPE |11

Know edge of the substantive programof the Directorate as
related to the clerical and adm nistrative support functions.
Ability to coordinate the work of the office with the work of
ot her offices and subordinate Division offices. Ability to
advi se subordi nate secretaries/clerks on adm nistrative
gui del i nes and procedures.

- Know edge of the Directorate's work sufficient to screen
requests for information. Ability to search office records
and conpiles information/data in nonstandard formats.

- Know edge of the duties, priorities, comnmtnents, and
program goals of the Directorate to shift schedule in
response to fluctuating workl oads and crisis nmanagenent.



- Knowl edge of correspondence and report preparation
procedures; security regul ations; the Mddern Amy Record
Keepi ng System (MARKS); travel regul ations/procedures; tine
and attendance regul ati ons/ procedures; and requisition
regul ati ons and procedures sufficient enough to explain to
subordi nate secretarial/clerical staff.

- Know edge of office automation systens to use several
types of software for various office needs; processing
procedures and function keys for perform ng a substanti al
range of functions within each software type.

- Knowl edge of correct granmmar, spelling, punctuation,
capitalization and specialized terminologies related to the
Directorate.

- Skill in operating a m croconputer or typewiter to
produce text and tabular docunents. A fully qualified typist
I's required.

WORK S| TUATI ON B

The Directorate consists of permanent professional,
technical, adm nistrative and clerical personnel, and is
sub-di vided into subordinate Divisions. A formalized system
of internal procedures is established requiring extensive
coordi nation, reporting requirements, and adm nistrative
controls within the Directorate and with other
Directorates/Project Managers within STRI CO4. The supervi sor
manages staff involved in nonitoring project schedul es and
budgets as it relates to the sinulation, training and

i nstrunentation of training devices and weapons.

FACTOR 2. SUPERVI SORY CONTROLS - FL 2-3 - 275 Points

Wor ks under general supervision of the Director. |ncunbent

i ndependently applies a thorough knowl edge of regul atory

gui des, policies and procedures to acconplish assigned
duties. Plans and devi ses own work nmethods and di scusses only
unusual or unprecedented problens with supervisor. The work
is reviewed to ensure the overall objectives of the position
are net.



FACTOR 3. GUIDELINES - FL 3-3 - 275 Points

Gui del i nes include dictionaries, style manuals,
correspondence, travel, and handling classified information,
regul ati ons, and operating policies of the Directorate and
STRI COM and hi gher headquarters. Wen no gui des are
avai |l abl e, incunbent follows standing policies and

rul e-of -thunb established by the supervisor.

| ncunbent applies judgenent in determ ning course of action
to take in dealing with calls, visitors, or correspondence
requiring imedi ate attention. Interpretation and adaptation
of the guidelines to specific problens are frequently
required in determning priorities and in resolving

conpl aints. Gui dance provided to subordinate secretaries

i ncludes training on regul ati ons and procedures for
correspondence, filing, tinmekeeping, travel, suspense
systens, etc.

FACTOR 4. COWPLEXITY - Level 4-3 - 150 Points

Work involves different and unrel ated steps, processes, and
met hods. I ncunbent performa full range of duties in support
of the Directorate including; arranging travel and
accomopdati ons; setting up conferences; and preparing
réports, briefings, and statistical information by
researching files for information. Decisions on what needs to
be done are based on incunbent's know edge of the
requirenents, priorities, commtnents, policies, and program
goals of the Directorate, the supervisor, and the staff.

FACTOR 5. SCOPE AND EFFECT - FL 5-2 - 75 Points

The incunbent ensures the clerical and adm nistrative work of
the Directorate is acconplished effectively in accordance

wi th established-policies and procedures. -The degree in
which the Directorate office operates snoothly is effected by
the quality of the clerical and adm nistrative support for
the Directorate's professional and technical services.

FACTOR 6. PERSONAL CONTACTS - FL 6-3 - 60 Points

Phone calls and visits to the Director include those by
Di vi si on enpl oyees, STRI COM and NAWC- TSD enpl oyees, hi gher



headquarters, officials from other agencies, Federal, State,
national, regional or |local officials, business executives;
foreign officials, academ a, contractors and nmenbers of the
public in general, seeking information on a wi de range of
internal issues and subjects affecting the Directorate.

FACTOR 7. PURPOSE OF CONTACTS - FL 7-2 - 50 Points

The purpose of the contacts is to plan and coordinate the
work of the Directorate. The incunbent inforns contacts of
critical decisions made by the Director, confirns and
verifies informati on on upcom ng neetings, and answers
gquestions relating to the operation of the Directorate.

Al t hough contacts often require tact and di pl omacy, the
persons dealt with are usually working toward mutual goals
and have cooperative attitudes. Incunbent ensures tine
requi renents are met by subordinate offices for preparing
reports and correspondence.

FACTOR 8. PHYSI CAL DEMANDS - FL 8-1 - 5 Points

Wrk is generally sedentary in nature with sone wal ki ng,
standi ng and bendi ng. COccasionally requires noderate physi cal
activity, such as carrying light itens such as books and
papers or |lifting stacks or boxes of records.

FACTOR 9. WORK ENVI RONMENT - FL 9-1 - 5 Points

Wrk is performed in an office atnosphere that's well-lit and
climate controll ed, where normal safety precautions for an

of fice are exercised including everyday risks and disconforts
typi cal of offices and neeting roons.

TOTAL PO NTS = 1445



